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In response to the posted career opportunity, I have enclosed a copy of my resume for your review and consideration of my qualifications for the position.

I have had the privilege of supporting the owners of several companies and feel that my commitment and strong work ethic will be an asset to your company. Key strengths I offer are the ability to multi-task effectively, attention to detail, professional appearance and communication, a desire to learn, event planning experience, and a positive attitude. I have over 12 years of administrative experience (including human resources), years of human services experience, and I have earned a Master of Arts in Counseling Psychology from Immaculata University.

You will find most of the necessary background information contained in my resume. Thank you for your time.
Sincerely,

Karen Cochran
Karen Cochran
94-100 Mui Place #C101
Waipahu, HI  96797 

(808) 348-0697
losreserved@outlook.com

WORK EXPERIENCE

Customer Service Admin.
Adon Solar/ Adon Construction

4/1/13 – present

Customer service calls for solar company. Document control. Typical duties include pulling reports on prospective lease and purchase clients, such as credit and title reports. Following up with sales team and operations to help control the flow of jobs from proposal stage to signed contracts.
Office Manager / HR
T&G, Inc.
2/27/12 – 3/29/13

Reason for leaving: Long drive, company started downsizing
Assistant to President/owner of four companies; Companies include bookkeeping/tax services, janitorial services, imager sales/ service, property management, and temporary nurse staffing services; Manage 12 employees; Typical responsibilities include payroll (QuickBooks), all HR, employee supervision, banking and accounts payable and receivable for all companies, and general oversight/ management of all office functions.
Project Administrator – Project Management Division


Northern Electric, Inc.

12/17/07 – 10/28/11

Reason for leaving: Moved to HI
Customer service; General office duties; Document control for division and all projects; Lien management; Supervisor of one subordinate; Assist all project managers and superintendents in the department; Assistant to the President and Project Directors; Quarterly company newsletter; Company web site; Involvement with safety and field operations; Create and maintain spreadsheets; Event planning; Compose presentations; Corporate travel arrangements; Contracts; On site administration for project in WV during the last year (supporting 90 field employees and management)
Clinician

Shiloh Home, Inc.
4/24/07 – 12/13/07
Reason for leaving: Intensity of working with sex offenders
Residential facility (unlocked) for troubled teen boys; Offense specific treatment; Treatment planning; Assessments; Monthly reports; Case management; Clinical training; Consultation with involved professionals; Attend court hearings/reviews; Coordinate transition/ aftercare services; Individual and family sessions; Groups

Family and Individual Therapist – Daybreak and Daybreak Princeton Girls’ Home and Marilee Center for Boys


Beacon Center (Formerly Court House, Inc.)

8/7/06 – 4/20/07

Reason: Moved
Residential facility (unlocked) for troubled teen girls (and boys); Treatment planning; Assessments; Monthly reports; Case management; Clinical training and workshops; Consultation with involved professionals; Attend court hearings/reviews; Coordinate transition/ aftercare services; Individual and family sessions; Groups

Community Therapist (Family and Individual) – AfterCare Program


Beacon Center (Formerly Court House, Inc.)

10/17/05 – 8/7/06
Reason: Moved
Home-based therapeutic services to troubled teens and their families; Treatment planning; Assessments; Monthly reports; Case management; Clinical training and workshops; Transport clients as needed; Consultation with involved professionals; Attend court hearings/reviews; Coordinate transition services


Office Manager / Human Resources Manager


Northern Electric, Inc.
9/29/03 – 10/14/05

Reason for leaving: Left to pursue psychology degree
Customer service; Bid form preparation; Human Resources duties for three companies (CO, OR, and MN); General office duties; Supervisor of two subordinates; Assist accountant; Network maintenance; Assistant to the General Manager/VP, VP of Construction, and Director of Operations; Attended two employment law seminars

Administrative Assistant

Celebrity Limousine Service and Livery Coach Software
2/23/99 – 8/1/03
       Reason for leaving: Moved
Celebrity Limousine Service: Field inquiries and requests by phone and in person; Enter reservations into custom software from twelve direct lines; Coordinate group moves; Track fleet maintenance; Assist with advertising; Assist accountant with basic accounts receivable/payable; Manage affiliate relations

Livery Coach Software: Technical support for custom transportation software; Online and on-site training; Contract preparation; Assist with advertising; Participate at trade show booth

Family Based Therapist

Human Services

7/10/00-4/20/01




Reason for leaving: Monetary
Intensive in-home and community-based treatment program designed to help families in crisis and at risk of having a child placed outside of the home as well as families with a child returning from out-of-home placement; Combined therapy (both individual and co-therapy) and case management by two mental health clinicians with collaboration of other agencies involved; Crisis intervention and hospitalization services as needed; Weekly supervision with Masters level therapist

Commercial Loans Secretary

Elverson National Bank

9/25/97 - 2/19/99

Reason for leaving: Left to pursue psychology degree
Telephone inquiries, customer service, transfer requests, and contract preparation; Attended and completed professional computer training

VOLUNTEER EXPERIENCE

T.A.P. Psychology Intern

Chester County Prison (Treatment Alternatives to Prison)
1/99 - 8/99

Assist 2 Masters level drug and alcohol therapists with both male and female clients; 4-6 individual sessions per week (every 6 weeks a new group); Lead group sessions 2 times per week (12-20 clients per group); Implement treatment plan developed by therapist and client; Weekly supervision with Masters level therapist; Required practicum for Immaculata College

COMPUTER SKILLS

Microsoft Office (Word, Excel, PowerPoint, Publisher); Outlook; Adobe Acrobat Professional; Project DocControl; Maxwell Systems Management Suite; QuickBooks
PROFESSIONAL ASSOCIATIONS

Member of the American Counseling Association (ACA) 1998-2011; Member of the American Psychological Association (APA) 1996-2006; Former Member of Chi Sigma Iota [counseling academic and professional honor society]

EDUCATION

MA Counseling Psychology, Immaculata College

       Date of graduation: 1/23/00
G.P.A.: 4.0 Cum

BA Psychology, Summa Cum Laude, West Chester University      Date of graduation: 5/19/96
G.P.A.: 3.81 Cum

The Pennsylvania State University (University Park, PA)
       Attended: 8/92 – 5/94

G.P.A.: 3.42 Cum
